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KODAK SKILLS ENHANCEMENT
PROGRAM |

KODAK COLORADO DIVISION
Windsor, Colorado

APPLYING WRITTEN INFORMATION IN THE
WORKPLACE




APPLYING WRITTEN INFORMATION
IN THE WORKPLACE

Employees at Kodak Colorado Division are expected to perform a variety of tasks that

~ require the application of good written information skilis. Identifying the main action in

directions, summarizing written information, making decisions quickly on written material
concerning various job-related activities, visual representation of the work area for training
purposes, identifying critical components in instructions, and using and understanding
graphically displayed graphs and charts are all examples of these skills.

There are many skills involved in effectively transmitting written information that must be
used collaboratively. Among these are the ability to employ:

* skimming '

* scanning

* sequencing

* systems organization '

* forming checksheets, control charts, and cause-and-effect diagrams

* percentages -
The realities of time availability and complex work sched:.!=s provide a challenge in
delivering learning experiences that upgrade all of these skills.

These three modules address employee skills enhancement needs by providing essential
information and instruction, appropriate practice and application, and resources for further
directed learning in the application of written information in the workplace.




KODAK SKILLS ENHANCEMENT PROGRAM
APPLYING WRITTEN INFORMATION IN THE WORKPLACE:

CUSTOMIZING THE CURRICULUM

Please help us customize the curriculum to meet your workplace needs by
«inging samples of some of the following workplace materials to the next

class meeting.

In any case where there is both a filled out form and a blank form of any of
type of material, please bring in_both forms. Feel free to white out names.

AMTs (Analytical Method of Training)
Training materials

Sched.le reports, print outs
Shopfloor information

Label information

SQP's (Stanadard Operating Procedures)
Changes in precedures

ISO procedures

MRP!I procedures

STR's (Special Test Requests)

Profs (Professional Office System)
Memo - positive and negative

E Mail print outs

SQPs (Standard Quality Procedures)
Job Postings

Waste Reports

Departmental Procedures

|A's (Informal Appraisals)

Employee Benefit information

MCI Logs (Maching Control Inspection)
QIR's (Quality Incident Forms)
Suggestions sheet

Charts, graphs, indexes

Pareto diagrams, bar graphs
SPC Charts, fishborie diagrams
Schematics

Flow charts

Peer evaluation forms
Engineering change orders
Quality stories

Daily logs, shift reports
Activity reports

Matrices :

Special notices

CAG's (Corrective Action
Guidelines)

PDR's (Process Deviation
Reports)

PAC's (Red book)

IMS,AMAPS (Computer Systems)

Meeting notes

Bill of Materials
Newsletters
Equipment Log books




Drafting manual
Machine Design Manual
Facilities work request
Shopfloor materials lists,
parameters, holds
ABC Guides (Testing)

Slitter Logs

Shopfloor screen information
Bulistin beard notices

End of shift notes &
Production logs

Summaries for quality audits

EMPPLANS of Profs

Profs or software tutorials
Maintenance Logs

OM (Organizational Memorandum)
PPA (Physical Product Advisor)
Visi-Qual - Exception Reporting

m“»}p‘!

Safety tour forms
Performance Appraisals
Improvement Projects For
CIT forms

Deviation Reports

Shift change notices

Organizational Matices

Team Procedure Documentation -

TARIFFS

MIPs (Maintenance Inspection
Procedures)

SOL's (Standard Operating
Procedures)

SML's (Support Manufacturing
Letters)
OASIS
DR's (Deviation Reportis)
PIP's (Personal
improvement Plans)
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work individually LB1.6, LB1.7
Have participants choose from three AMT pages LB1.8
or do all if time - Remember, not ali info on AMT
sheets is directive. Some is supplementary info. Have participants
locate only the procedural directions to mark.

Report out or let individuals mark the transparencies T1.5,T1.6
_for the class. T1.7

WRITING JOB AIDS WITH CRITICAL COMPONENTS

Wwith group input, fill in WHO WHAT WHERE overhead (corresponds to
LB1.9) using content from LB1.4. T1.8

Individual work with form LB 1.9 using content from LB1.5
Process LB1.9

write job aids on plain paper using content from LB1.6, LB1.7 andLB1.8

PART I1: 'IDENTIFYING AND SUMMARIZING KEY IDEAS IN
PARAGRAPHS ‘

Model summarizing paragraph T1.9
(LB1.10)

Small group work - process LB1. 11

Divide "Sheet Film's Jcurney” articles evenly within teams LB1.12
of four to summarize cooperatively

Independent work LB1.13

REVIEW/CLOSURE
Include future logistics and gathering functional context materials
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KODAK SKILLS ENHANCEMENT PROGRAM

APPLYING WRITTEN INFORMATION IN THE WORKPLACE

MODULE 1: ORIENTATION/IDENTIFYING AND SUMMARIZING KEY
IDEAS

ORIENTATION

INTRODUCTIONS & ICEBREAKER ACTIVITY

ORIENTATION OBJECTIVES AND OVERVIEW OF COURSE T1.1(LB1.1)

T1.2(LB1.2)

Include group discusston of changes in jobs, job reguirements, future

changes, reason for signing up for class/upgrading, etc.

NORMS AND EXPECTATIONS

(SHORT ASSESSMENT)

SOLICIT HELP IN GATHERING FUNCTIONAL CONTEXT MATERIALS
Pass out 1ists, have them initial master list (?)

IDENTIFYING AND SUMMARIZING KEY IDEAS

PART I: IDENTIFYING AND SUMMARIZING KEY COMPONENTS IN
PROCEDURAL DIRECTIONS

Present objectives T1.3(LB1.3)
Have participants summarize jobs
Mode! ACTION, OBJECT, SUPPORTING INFO process T1.4(LB1.4)
(Main action is not always main verb)
(‘Object’ s not alw2ys object ‘part of speech’ for
this process)

work 1n small groups - discuss LB1.5

Y}
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KODAK SKILLS ENHANCEMENT
PROGRAM

APFLYING WRITTEN INFfORMATION IN THE
WORKPLACE

MODULE 1: ORIENTATION

OBJECTIVES:

e introductions

e development of group identity

. overview of module content arcas
- * logistics |

e norms and expectations

o self assessment
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KODAK SKILLS ENHANCEMENT
PROGRAM

APPLYING WRITTEN INFORMATION IN THE
| WORKPLACE

MODULE 1: ORIENTATION/ IDENTIFYING AND
. SUMMARIZING KEY IDEAS

MODULE 2: TECHNIQUES FOR ACCESSING
INFORMATION

MODULE 3: CHARTS, GRAPHS & VISUALS

MODULE 4: CRITICAL THINKING WITH
| WORKPLACE MATERIALS

MODULE 5: ANALYTICAL READING/ CLOSURE

(Content and order subject to change based on needs of participants.)
o
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KODAK SKILLS ENHANCEMENT PROGRAM
APPLYING WRITTEN INFORMATION IN THE WORKPLACE

SELF ASSESSMENT

1. 1 would rate my comfort level and speed at interpreting and
applying manutacturing instructions as:

| 1 1 | |
| I i { i
very somewhat average somewhat very
high high low low
2. | would rate my comfort level and speed at skimming and
scanning through longer pieces of workplace materials
- (safety policies, training manuals, shopfioor information,
etc.) as: '
1 1 1 1 ]
i i I l i
very somewhat average somewhat Jery
high high low low
3. 1 would rate my comfort level and speed at interpreting
information found on visually displayed materials (lists,
charts, indexes, bar graphs, pareto diagrams, run charts,
etc.) as: '
1 1 | ! |
| | | [ i
vary somewhat average somewhat very
high high low low

11




4. 1 would rate my comfort level and speed at understanding

~ implied meanings and drawing conclusions from written
‘ workplace materials as:

1 | | 1 |
l l l l 1
very somewhat average . somewhat very
high high low low

§. i would rate my comfort level and speed at making decisions

based on written workplace materials as:

1 1 1 1 1
| l | 1 [
very somewhat ~ average somewhat very
high high low low

[ 25
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® KODAK SKILLS ENHANCEMENT
PROGRAM

' APPLYING WRITTEN ni%hmnon IN THE
WORKPLACE \ -

MODULE 1: IDENTIFYING AND .
SUMMARIZING KEY IDEAS

OBJECTIVES:
* IDENTIFYING CRITICAL
COMPONENTS
o ¢ IDENTIFYING SUPPORTING DETAILS

e CREATING JOB AIDS

e SUMMARIZING WRITTEN
INFORMATION




LB 1.4
Identifying Key Ideas «

. Directions: Identify the main action in each of the f-~1lowing dtrecticns.

2. Threading Rewinder with Support/Unstrgpping_

2.1 Load empty core at Winder Stand

2.2 Load roll at Unwind Stand

2.3 Using mylar tape flyer, attach clean threadup strap to leading
edge of sheet

2.4 Trim leading edges of sheet to Prevent creases and tearoffs




m1.5

Identifying Critical Components

Directions: Mark the sentences in the following manner:

¢ (Circle) the main action called for

¢ Put a [square] around the object of the action

e Underline supporting details answering the
questions where? when? or how?

1. At the next screen you will be asked if you want to print the change sheets
only. Enter N (No) in the space and press enter.

2. Using end of roll summary length, subtract ahy footage removed.

3. Open the exhaust cover and vacuum the exhaust chamber starting at the
top and working downward to prevent recleaning of the exhaust cover.

4. Before any cleaning, lubricating or maintenance operations are
performed, the rewind machine drive motors are to be stopped and the
main electrical supply switches shut off.

15
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. Casting Daily Operations/ Sublimate Cleaning
4. FULL SUBLIMATE CLEANUP-#1 0S COOLER PORTION.

4.1 uWhen readinags have been civen for the stripping roll cleasninc
of the air sweep/calendar roll can proceed.

4.2 When finish readincs pass the cleanina station droo the u-cozt
. hoopers and retract #1 defect detector.

~.

4.2 After the machine has beer cutback to #3tr. dezrcace the
meterinag speed to 28 RFM and add 8% to each cve pellet feedsr.

4.4 Remove the #1 0% cooler and clean'as follows:
4.4.1 Remove the #1A arnd #18 plenums.
4.34.2 Thorouchlv clean all cooler surfaces. incide and cut.

4.4.2.1 The hickorv etick with rao will be needsd to
clean inside the 1A exhauct.

A 4.2.7 Inscect the cooler surfaces with a flashlicht to ascsure
that the 0S5 coocler is thorouahlv clean.
- 3.4.4 FReascsemble the 0f cocler encsurinc that the . removable
( plenume are centered between their flarnoes and the guids

pins on the 1A plenum extend fullv out the hboles in the
0SS cooler box.

4.4.5% After installina the #1R box. reach in the #1C enhaust
slot to make sure the #iE box is drawn up tightly
against the main 03 cocoler bkodv.
4.4.5.4 1If it is not. the #:i1C exhaust will draw air

from the #1E exhaucst. reducino itz abilitv %o
remove sublimate laden air.

4.5 Fut the 0S cooler back in place over the wheel and inflate. thke
casket.

4.6 Increase the meterino soeed to MSF.
4.7 NOTE: Do NOT clean thé_wheel edoes. There is some ootential
that disturbing this sublimate causes u-coat repellenciec

and other under die sublimate poroblems.

4.8 Inspect all rolls orior to the u—coat hopoers and clearn ac

needed.
‘ 4.9 Apoly the u—-coat hoopoers and perform followun rcoll clearnino as
( . needed.

1o

DISk:Casting ©
Page: 4
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MODULE: #71%
DATE:O3/03,/92

aning Pr ure

Each time the rewind is to be cleaned the main electrical supplv
switches must be shut off. The following cleanina procedure is to
be followed: :

3.i Wioe all rewind machine casings. frames. ledoes. flat
surfaces. enclosure walls (inside and out). bearing

houeingse and guarde with a towel dambened with ammonia ard
water '

3.1.1 When cleanina over the reflected lioht viewina
board a special brachket is to be used. to crevent
damace to the viewino board. The bracket is stored
in the rewind bv the winder

LR

r

Wipe rolls usinoc a cloth damopened with ammonia ard water

Jed Vacuum where necessarv.

.4 Clean slittere with 0il treated slitter clothe (cil treated
Canton flannell). Ee extremelyv careful as slitters are verv
sharo :

3.4.1 A Chip brush is verv handv for cleanino knurle.
Around slitter; or anv area too smell or remote to
clean bv handtowel method: use a small sash brush

I.5 Wash windows inside and out

Teb Mop floors inside the machine enclosures

3.7 After all cleanino is completed. clean up and put the
eauipment awav

3.8 Wash hands and ghange gcloths after the gleanina pperation
and before resuming examination of rolls of product.,

17
DISK:REWINDER
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LB 1.8

MODULE To%
0814790
. leaning of Rewinder/Strapring/Unstrapoing
1. Strapnino of ngiﬁder
1.1 Remove emptvy core using Lanalyvy truck from Unwind. FRelocad

gudgeons. select winder steering move to Manuai

1.2 Using mvlar *tape flver. attach clean threadup strap to
trailino eZoe of sheet

1.= Open pressure #oll

1.4 Reset f;otage counter to zero

1.5 Set Line Sceed at 100 fom or less

1.6 On winder gside. deocress icg button
1.6.1 "Emeraency Stop Reset" lioht will come on
1.6.2 If iog button is released. "Emergencv Steco" will

cccur.
1.7 Depress "Emergencv Stoo Reset”
’ 1.8 Turn tension on. ‘
h 1.9 After & 10-15 second delav. rewinder will start.

1.9.1 If ioo button is r.leaged. Rewinder will shutdown.

causing waste

1.160 When Footage Counter reaches 115 feet or more. strap ic
throuch Rewinder

1.10.1 At this time. release jog button to etoo Fewinder
1.11 At Winder end. remove strap off of roll
1.12 Remove and packace roll

1.13 Rewinder cleaninc mav oroceed at this fime

2. Threadino Rewinder with Suppgrt/Unstrapping

2.1 Load emptv core at Winder Stand
2.2 Load roll at Unwind Stand
2.3 Usinag mvlar tace flver. attach clean threadup strac to
leadina edoe of sheet
?’ 2.4 Trim leading edoes of sheet to orevert creases and tearoffs

o | 18 PAGE 2




LS1.9

MAKING A JOB AID

%

Directions: Fill in the blanks in the JOB AID with critical components from

the job procedure sheets.
1.
Do? To What? Where?When7How?
2. -
Do? To What? Where7When?How?
3. ————
‘ Do? To What? Where?When?How?
‘.
‘ Do? To What? Where?When?How?
50
Do? - To What? Where?When?How?

19




LB 1.10

ABSTRACT

In a March 27th, 1990 article in the Greeley Tribune there was an article titied *Japan has Advice for America”.
Near the top of Japan's list of 80 suggestions for improving the U.S. economy was worker training. The fol-
lowing paragraph was from that anicio.v 4

‘Japanese officials have urged the United States to cut its federal deficit, increase savings and investment
and improve worker training, and education to boost the competitiveness of American exports.’

‘ Closer to home, the Wide Roll Quality of Worklife surveys have highlighted lack of training as & concern
of Wide Roll sinployees. Add to that, Deming'’s 6th management point that recognizes retraining is as impor-
tant to a manufacturing organization as is initial training, it is hard to overiook the need to enhance training
capabilitias to the maximum.

Although the training issue is a tsp conversation piece, the question remains, how can C-50 provide the
necessary training, especially during the heavy vacation months of June, July ar.d August, Holidays and hunt-
ing seasons? At best, when a crew is at full strength, only one trainee can be trained at a time. Compounding
the issue is that very minimal learning takes place in the wee hours of the morning. Also, each production
crew is operating with one less operator in 1990 than in 1988, and the KCD training department was cut from

17 employees to 6 employees. The question of training and retraining seems to be getting even more difficult
to answer.
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® Summarizing Written Information

Directions: Read these paragraphs and summarize the information in as few
words as possible.

1. Understand Key Result Areas '
Through a review of the Key Result Areas identified as part of the unit
assessment and the planning steps just discussed, the team can identify
major improvement opportunities: those key processes which are in
greatest need of improvement and which, when improved, will better
enable the unit to provide its customers with superior value.

" Simplified Summary:

2.  Quality Policy
‘ We are committed to being the world leader in the quality of the
products and services that we provide. The company’s goal is to
continuously improve our products, services and operations so that we
constantly offer customers superior value. This will allow us to prosper as
a business and provide a superior return for our ".

Summary statement:

21
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FREE
CREDIT REPORT

AVAILABLE FOR
KCD CREDIT UNION MEMBERS

IT'S SAFE TO SAY THAT MOST PEOPLE HAVE NEVER SEEN THEIR CREDIT
REPORT. BUT THEY SHOULD - AND NOW YOU CAN SEE YOURS FREE ! !

WHY SHOULD YOU SEE IT? “MORE THAN 2 OUT OF 5 PEOPLE HAVE SOME
ERRONEOUS INFORMATION ON THEIR CONSUMER CREDIT REPORTS,™ SAYS
JAMES WILLIAMS, PRESIDENT OF CONSOLIDATED INFGRMATION SERVICES.
MOST ERRORS OCCUR WHEN FILES FROM DIFFERENT PEOPLE GET JUMBLED
- FAMILY MEMBERS WITH THE - SAME NAME OR ADDRESS, PEOPLE WITH
"COMMON NAMES™. A WRONG DIGIT IN A SOCIAL SECURITY NUMBER CAN
EASILY DRAG DATA FROM SOME "DEADBEAT'S" FILE' INTO YOURS, AND
THERE GOES YOUR CREDIT!

BUT EFFECTIVE MAY 1, 1992 YOU MAY PICK UP A FORM FROM THE KCD
CREDIT UNION FOR A FREE CREDIT REPORT ON YOURSELF FROM TRW

CREDIT DATA. TRW WILL MAIL THE REPORT TO YOUR HOME SO YOU CAN
CHECK FOR ERRORS YOURSELF.

5-1-92

EACH MEMBER ACCOUNT INSURED TO $100,000-, BY THE NCUA.

o . f
LTS . ’

N — e
I'f\ e H

h3 W.24¢ 1901 CARR SPERS DIV BUREAU OF BUSINESS PRACTICE INC WATERFORD CONMN )
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KODAK SKILLS ENHANCEMENT
PROGRAM

APPLYING WRITTEN INFORMATION IN THE
WORKPLACE

MODULE 1: ORIENTATION
OBJECTIVES:
¢ introductions

e development of group identity

'« gverview of module content areas
g logisﬁes
* norms and expectations

o self assessment

23
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KODAK SKILLS ENHANCEMENT
PROGRAM

APPLYING WRITTEN INFORMATION IN THE
WORKPLACE

MODULE 1: ORIENTATION/ IDENTIFYING AND
SUMMARIZING KEY IDEAS

MODULE 2: TECHNIQUES FOR ACCESSING
INFORMATION

. MODULE 3: CHARTS, GRAPHS & VISUALS

MODULE 4: CRITICAL THINKING WITH
' WORKPLACE MATERIALS

.. MODULE 5: ANALYTICAL READING/ CLOSURE

(Content and order subject to change based on needs of participants.) .

24
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® Identifying Critical Components
Directions: mmemtueum the following manner:

e (Circle) the main action called for

¢ Put a [square] around the object of the action

e Undesline supporting details answering the
questions where? when? or how?

1. After the message has been displayed, press enter and you will be returned
to the main menu. '

2. Deliver the scanner map and the interieaved sample to Product Staff.

3. When cleaning over the reflected light viewing board, a special bracket is
to be used to prevent damage to the viewing board. '

4. After al'.cleaning is completed, clean up and put the equipment away.

25




4. FULL
3.3

4.2

4.3

Pace: 4

DISr:Castino

MODULE:  #&9s
DATE: 03/28/92

g;;;iég Dajly Operations/ Sublimate Cleaning
SURL IMATE CLEANUP-#1 QS COOLER PORTION.

wWhen readings have been given f.ur the stripoing roll cleanina
of the air sweep/calendar roll can proceed.

When finish readinos pass the cleanina station droo the u=-coat

. hooppers and retract #1 defect detector.

Aftter the machine has been cutback to #3t: . decreace the
meterino speed to 28 FPM and add 8% to each dve pellet feeder.

Remove the #1 0S5 cooler and clean as tTollows:
4.34.1 Remove the #1A and #1ER plenums.
4.34.2 Therouchlv clean all ccoler surfacee. inside anc cut.

4.4.2.13 The hickorv stick with raog will be needed to
clegn ir.zide the A exhaust.

4.3.% Inspect the cooler surfaces with a flashiinht to aszsure
that the 0S cooler is thorouahlv clean.

4.4.4 Reassemble the 08 cocler .ensurino that the removable
plerums are centered between their flanoes and the guide
. pins on the 1A olernum extend fullv out the roles in the
0S8 cocoler box. '
4.4.5. After installing the #1B box. reach in the #iC exhaust
) slot toc make sure the #1B box is drawn uz tightly
dagainest the main QS cooler btodv.

3.8.3.1 If it is not. the #1C exhaust will draw air

from the #1R exhaust. reducinag i1t'= abiiitv to
remove sublimate laden air.

Fut the 0S coocler back ir place over the wheel and inflate the .
casket.

Increase the meterino speed to MEP.

NOTE: Do NOT clean the wheel edoes. There .is some potential
that disturbing this sublimate causes u-coat repellencies
and other under die sublimate oroblems.

Inspect all rolls orior to the u-ccat hoboers and clean acs
needed.

'

ADoly the u-cocat hopoers and perform fcllowup roll cleanino as
needed.

26




MODULE: #7715
DATE::OZ/0Z/92

leaning Pr r

Each time the rewind is to be cleaned the main electrical supplv
switches must be shut off. The following cleaning procedure is to
be followed: '

B.i Wipe all rewind machine casings. frames. ledaes. flat
surfaces. enclosure walls (inside and out). bearing’

hoausings and auards with a towel damoened with ammonia and
water

3.1.1 When cleaninc over the reflected lioht viewino
board a special bracket is to be used. to orevent
damace to the viewing board. The bracket is stored
in the rewind bv the winder

d

N

Wipe rolls usinc a cloth damoened with ammonia and water

(
.
o

Vacuum where necessarv.

J.4 Clean slitters with oil treated slitter cloths (0il treated
Canton flannel). Re sxtremely careful as slitters are verv
sharo

3.4.1 & Chipo brush is verv handv for cleanino knurle.
Arounc sliitters or anv area too small or remote to
clean bv handtowel method: use a small sash brush

T.8 Wash windows inside and out

Z.6 Mop floors inside thi* machine enclosures

3.7 After a1l cleaning is compiot-a. ciean up and put the
equipment awav

z.8 '_L_Luamg!mngummmumm
and before resusing exasination of rolls of product,

(e
DISK sREWINDER 27
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MODULE 70%

08/14/90
. nin 1 Rewinder/Strapping/Unctrapoing
1. Siraoping of Rewinder

i.l Remove emptv core using Lanqly truck fros Unwind. FRelocad
Qudgeons, select winder steerino sove to Manual

1.2 Using ﬁvl.r tape flver. attach clean thr=adup strap to
trailing edaoe of sheet

1.3 Open pressure roll

1.4 Reset f;otage counter to zero

1.5 Set Line Speed at 100 fom or less

1.6 On winder side. depress jog button

| 1.6.1 "Emergency Stop Reset” light will come on

1.6.2 1f 500 button is released. "Eherqencv Stop” will

occur.
1.7 Deoress "Emergencvy Stoo Reset"”
' 1.8 Turn tension on. .
1.9 A¥£er a 10-15 second delav. rewinder will start.

1.9.1 I1f jioa button is released. Rewinder will shutdown:
Causinc waste )

1.10 When Footage Counter reaches iS5 feet ar more. strap is
throuah Rewinder

1.10.1 At this time. releas® 300 button to stopo Fewinder
1.11 At Winder end. remove strao off of roll
1.12 Remove and packaqe roll
1.13 ‘Rewinder cleanina mavy proceed at this time

2. Threading Fewinder with Support/Unstrapoing

n

1 Load emptv core at Winder Stand

N
N

Load roll at Unwind Stand

Usina mvlar tape flver. attach clean threadup strao to
leadino edge of sheet

N
.
(2]

8]

-4 Trim leadinc edoes of sheet to orevent creases and tsaroffs

PAGE 2




ABSTRACT

In a March 2/, 19903nicleinﬁmehyTﬁbumthemwasaﬁaﬂicbﬁM'UapanhasAdvicob:Nnerﬁ".
Naar the top of Japan's liadwsuggewmsbrimpmvingmou.s.mymwofkeruaining. The fol-
lowing paragraph was from that article.

*Japanese officiais have urged the United States to cut its federal deficit, increase savings and investment
and improve worker training, and education to boost the competitivaness of American exports.”

Closer to home, the Wide Roll Quality of Worklife surveys have highlighted lack of training as a concern

‘ of Wide Rolil employees. Add to that, Deming’s 6th management point that recognizes retraining is as impor-

tant to a manufacturing organization as is initial training, it is hard to overiook the need to enhance training
capabilities to the maximum.

Although the training issue is a top conversation piecs, the question remains, how can C-50 provide the
necessary training, especially during the heavy vacation months of June, July and August, Holidays and hunt-
ing seasons? At best, when a crew is at full strength, only one trainee can be trained at a time. Compounding
the issue is that very minimal learning takes place in the wee hours of the moming. Also, each production
crew is operating with one less aperatar in 1990 than in 1988, and the KCD training department was cut from
17 employees to 6 empioyees. The guestion of training and retraining seems to be getting even more difficuit
to answer.
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FREE
CREDIT REPORT

AVAILABLE FOR |
KCD CREDIT UNION MEMBERS

IT'S SAFE TO SAY THAT MOST PEOPLE HAVE NEVER SEEN THEIR CREDIT
REPORT. BUT THEY SHOULD - AND NOW YOU CAN SEE YOURS FREE ! !

WHY SHOULD YOU SEE IT? "MORE THAN 2 OUT OF 5 PEOPLE HAVE SOME
ERRONEQUS INFORMATION ON THEIR CONSUMER CREDIT REPORTS," SAYS
JAMES WILLIAMS, PRESIDENT OF CONSOLIDATED INFORMATION SERVICES.
MOST ERRORS OCCUR WHEN FILES FROM DIFFERENT PEOPLE GET JUMBLED
- FAMILY MEMBERS WITH THE SAME NAME OR ADDRESS, PEOPLE WITH
""COMMON NAMES".A WRONG DIGIT IN A SOCIAL SECURITY NUMBER CAN

EASILY DRAG DATA FROM SOME "DEADBEAT'S'™ FILE INTO YOURS, AND
THERE GOES YOUR CREDIT!

BUT EFFECTIVE MAY 1, 1992 YOU MAY PICK UP A FORM FROM THE KCD
CREDIT UNION FOR A FREE CREDIT REPORT ON YOURSELF FROM TRW

CREDIT DATA. TRW WILL MAIL THE REPORT TO YOUR HOME SO YOU CAN
CHECK FOR ERRORS YOURSELF.

5-1-92

EACH MEMBER ACCOUNT INSURED TO $100,000-, BY THE NCUA.




LB 1.15 KCD KODAK SKILLS ENHANCEMENT PROGRAM
CRITERION-REFERENCED TEST: MODULE 1

v

IDENTIFYING AND SUMMARIZING MAIN IDEAS
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‘- LB1.16 . . Page1

Multiple Choice Choose the best answer from the selection given and write
it on the line to the left. -

1. Define what a main idea is.
A. The main idea gives several supporting reasons for the idea in a
sentence or paragraph.
B. The main idea includes supporting details about the information
in a paragraph or sentence.
C. The main idea is the most logical one menticned in a paragraph
or sentence.
D. The main idea is the most important point of a sentence or
paragraph or a brief summary of it.
2. In the first paragraph on page 3 the main idea is that
A. there.is a need for an increased level of skills in corporations.
B. as global competition increases, the need for ongoing skill
development will continue to increase.
C. technology such as on-line computers and greater variety of
. products means a need for better skills.
D. .KCD, in conjunction with CSU and the U.S. Department of
Education, has developed a program to give employees the
opportunity to develop skills for the future.
___ 3. Inthe third paragraph on page 3 the main idea is that
A. one of the classes offered will be *Math for Manufacturing and
Quality Control*.
B. the Kodak Skills Enhancement Program will focus initially on
reading, writing, and mathematics skills which are critical for
continued growth in the workplace.
C. there are reading, writing, and mathematics skills that are
required for a large number of jobs at KCD.
D. the Kodak Skills Enhancement Program will be avaiiable to all
interested employees.
4. In the fourth paragraph on page 3 the main idea is that
A. the Kodak Skills Enhancement Program will focus initially on
reading, writing, and mathematics skills.
B. individual consultation will be available after the introductory
workshop for making decisions about future training.
. C. an introductory workshzy will describe skills needed to
participants and provide a confidential assessment of their skills.
D. each workshop will introduce employees to the training
available through the Skills Enhancement Program. '
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LB1.17 Page 2

5. In the fifth paragraph on page 3 the main idea is that
.' A. KCD, CSU, and the U.S. Department of Education are cooperating
to provide the Kodak Skills Enhancement Program.
8. individual appointments will be available to employees to help
them decide if they want further training in math, reading, and
writing.
C. group classes are being planned in math, written information,
and written communication.
D. no Kodak employees will have access to any scores besides their
own.
6. In the sixth paragraph on page 3 which begins, "In addition,
individuals will. . ." the main idea is that
A. employees can begin asking their supervisors for time to attend
the classes in February.
B. the Kodak Skills Enhancement Program will porvide confidential,
individualized assessment and consulting for future training
decisions.
C. the dptiaqs of seli-directed leaming and tutoring are part of the
Kodak Skills Enhancement Program.
D. group classes are open to Kodak employees interested in
. ' continuing their lifelong leaming.

Directions: Mark the sentences in the following manner:
* (Circle) the main action called for
* Put a [square] around the object of the action

* Underline supporting details answering the questions
where? or when? or how?

7. Clean slitters with oil treated slitter cloths (oil-treated Canton flannel).

Be extremely careful as slitters are very sham.
8. Mop floors inside the machine enclosures.
8. After clezning is completed, clean éJp and put the equipment away.
10. Wash hands and change cloths after the cleaning operation and

', before resuming examination of rolls of product.

ERIC | a3




KODAK SKILLS ENHANCEMENT PROGRAM
. APPLYING WRITTEN INFORMATION IN THE WORKPLACE

MODULE 2: USING TECHNIQUES TO ENHANCE SPEED AND
COMPREHENSION

Objective: To apply techniques for skimming and scanning and sequencing.

Background: Workers must be able to manipulate reading strategies which
are appropriate for given situations. There is a great deat of written
material for operators. Not all material has to be read in the same way.
Readers become more effective when they can apply the appropriate
technique to the reading situation.

INTRODUCE OBJUECTIVES/CONCEPTS

Present Techniques - T2.1 (LB 2.1}

Skimming
‘ Scanning
i Sequencing
' Systems
Define each of the éoncepts _ T2.2 (LB 2.2)
Determine purpose for reading ' T2.3 (LB2.3)
Discuss purpose for technigues LB 2.2

Skimming--reading quickly for general infromation
Discuss when to use, possible probiems, etc.
Modeling and Group Practice LB 2.4 a-f
1. Ask questions which would only allow
enough time for skimming
2. Ask participants how they came up with answers

Individual Practice LB2.5-LB 2.6a &b
Scanning--reading quickly for specific information
‘ Discuss when to use, possible problems, etc.
Modeling and Group Practice LB 2.7 a-d
1. Ask questions which would only allow
o enough time for scanning
EMC _ 2. Ask participants how they came up with answers
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Individual Practice LB 2.8

‘ Review Skimming and Scanning
Model
Practice LB 2.9-2.10

- Review LB 2.11

PART |l: Introduce sequencing as a way to order written information.

Define sequencing
Ask participants to write down what they do when they get to work
each day. Have them report out. As they do, write down all sequence
words which are used. '

Model how using sequence is helpful in reading comprehension and
memory.

Ask participants why it might be helpful to remember things in order of
sequence. Chart responses.

Practice using sequence words LB 2.12
Individual and group practice LB 2.13
Part 111: Using systems as a reading technique
Introduce concept

Ask participants what they look for when they

are trying to get an idea about what they are

reading. Chart responses.

Model LB 2.14a-b

Practice LB 2.14c-1
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KODAK SKILLS ENHANCEMENT
' PROGRAM

APPLYING WRITTEN INFORMATION IN THE
WORKPLACE

MODULE 2: TECHNIQUES FOR ACCESSING
INFORMATION

OBJECTIVES:

e Identifying Reading Strategies
e Relevant & Irrelevant Information
¢ Skimming & Scanning

¢ Using sequence signal words

e Utilizing systems and subsystems




‘ B LB2.2
KODAK SKILLS ENHANCEMENT PROGRAM
FOUR TECHNIQUES FOR ACCESSING
y INFORMATION

SKIMMING: Reading quickly to get the
general idea

Examples:

o SCANNING:  Reading quickly to find specific
information

Examples:

SEQUENCING: Using signal words to identify
- the order

Examples:

SYSTEMS: Using format clues to identify
¢ the organizational structure

Examples:
ERIC 37




LB2.3

KCD

APPLYING WRITTEN INFORMATION IN THE

WORKPLACE

ASSESS * PLAN * DO * VERIFY

1. ASSESS

2. PLAN

3.D0

4. YERIFY

What is my reason for reading this?
What do | want to know when | finish?

What information do | already have?

What information do | need from this
material to solve my work problem?

Which information accessing techniques is the
best one to use while reading this
material?

How carefully do | need to read it? (general
or detailed? all or part?)

Read.

Monitor your own comprehension.

Watch for format and organizational clues.
Choose which information is important as you

go.

Did | learn what | needed to know?
Can | solve my work problem?
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> Foreword

This guidebook tells how to put
Eastman Kodak Company's Quality
Leadership Process—a systematic,
pervasive approach to constantly
improving the quality of products and
services of all operations—to work.
In doing so, it builds on the overview
contained in the brochure titled
“Eastman Kodak Company Quality
Leadership Process.” '

This guidebook shows how the
Quality Leadership Process can be
applied to achieve continuous improve-
ment. It also provides an overview

of tools useful in implementing the
process and tells how to get help in
applying the process. And it contains

a glossary that explains some of

the key terms used on the pages

that foliow.
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" LB 2.4b

What Do We Mean by
Quality?

Quality is defined by current and future Believing in this definition of quality
customers. Customers want products and places on each of us the responsibility
services that they perceive meet or exceed of identifying customer needs and expec-
their needs and expectations, at a cost tations, innovating to improve current
that represents outstanding value. There- products-and services and to create new
fore, we must meet the needs of all cus- ones, and understanding the degree to
tomers. This includes: which our offerings represent value.

e Current customers

e Customers that we lost but wish to
regain, and

e New customers for either current or
new products or services.
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® Quality Principles

| Eastman Kodak Company’s
| Quality Policy
We are committed to being the world
| leader in the quality of the products and
services that we provide. The company's
| " goal is to continuously improve our
products, services and operations so that
l we constantly offer customers superior
. value. This will allow us to prosper as a
| business and provide a superior return for
shareowners.

| Quality Principles Support
| this Quaiity Policy
There are five quality principles that
| support our quality policy. These princi-
ples work together as shown in this
| illustration.

o [ _=

CU’SYOMER

0CUsS

CONTINUOUS
WMPROVEMENT

ANALYTICAL APPROACH TEAMWORK

1. Customer Focus: We will focus on

our customers, both internal and exter-
nal, whose inputs drive the design of
products and services. The quality of
our products and services is deter-
mined soely by these customers.

. Management Leadership: We will

demonstrate, at all levels, visible lead-
ership in managing by these principles.

. Teamwork: We will work together,

combining our ideas and skills to
improve the quality of our work. We
wil reinforce and reward quality
improvement contributions.

The company can be viewed as a team
composed of many interlocking teams,
each sharing, at its interfaces, key infor-
mation linked to mission, vision, and
other elements of organizational focus.
These teams take a variety of forms
and are like small businesses with cus-
tomers, suppliers, and processes. Each
must strive to continuously improve the
quality of its own outputs. Everyone is
involved in quality leadership.

. Analytical Approach: We will use

statistical methods and other problem-
solving tools to control and improve
our processes. Data-based analyses will
direct our decisions.

. Continuous Improvement: We will

actively pursue quality improvement
through a continuous cycle that focuses
Qn assessing and also on planning,
doing. and verifying improvements

of key processes.
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The Quality Leadership

Process Model

The Quality Leadership Process
(QLP) model is shown in this process
flow diagram.

The QLP Model has been developed from
the best of the quality models used within
and outside Kodak. It's based on extensive
experience in many different settings. And
it is endorsed and practiced by Kodak's
top management.

The QLP Model focuses on'customers,
both internal and external, and identifies
four key actions—Assess, Plan, Do, and
verify—which are linked as shown in the

.illustration above and which together

drive process improvements. The QLP

Model makes it possible to improve the qua-

lity of existing processes throughout the
company and, in so doing, to improve the
quality of products and services produced
through these processes. It also enables us
to continually identify new processes. As
you look at this model, you may realize
that you're using it or elements of it
already.

Teamwork is Criticai

The drive to improve quality originates at
the top of the company and permeates the
whole Kodak organization. The leadership
to address specific improvement oppor-
tunities must come from all levels

of the company.

As the diagram below shows, the com-
pany is composed of a series of inter-
locking teams. Because the organizational
structure of the company is linked in this
way, process improvements made in one
part of the organization become linked

to other parts of the organization.




LB 2.4e

When your unit uses the QLP Model, the

unit's management, as a team, starts with

the Assess step. (Unit means an organiza-

‘ tion, division, department, or work center.
Management means a team or individuals
who manage(s) resources at any level in
the organization.

The unit's management team either
works on an improvement project itself or,
after the assessment and planning steps,
commissions a project team that

works on the improvement project.

The unit's management team that ini- -
tiates the Quality Leadership Process
can be referred to as a permanent téam
because it is made up of people who
already work together within the-unit's
structure. Such a team is sometimes
referred to as a management team, natu-
ral unit team, organizational team, busi-
ness team, stream team, or flow team.

Project teams are temporary and may be
organized in a variety of ways to ensure
that they employ the appropriate talent
and functions required to handle the
project. For instance, they may be cross-
functional or vertically integrated. The

’ unit’s management team commissions
project teams with a specific purpose and
clear direction regarding deliverables
and time frames.

Obviously, leadership plays a key role in

Process. This leadership must focus on the
process and use skills such as modeling,
coaching, celebrating, and enabling in
order to foster innovation, to manage
resources devoted to quality improve-
ment, and to identify improvement
opportunities.

the effective use of the Quality Leadership-

Effective Teamwork

Teams play a key role in implementing
the Quality Leadership Process. To work
most effectively, teams should:

e Have a mission and defined deliverables.

e Provide all team members with the
opportunity to participate fully and to
demonstrate leadership characteristics.

* Have trusting and open relationships.
Disagreement or conflict naturally occur
within a team and discussion and
problem-solving methods are used to
resoive it.

o Establish rules of conduct that guide
and regulate the group’s activities. For
instance, teams meet regularly and fol-
low agendas. A unit'’s management team
agenda m:%}ncludc a review of key
measures &hd meeting notes, identifi-
cation of improvement opportunities,
allocation of resources to address these
opportunities, and commissioning of
project teams. Teams also meet sched-
uled deadlines.

e Enable team members to communicate
openly and honestly through the use of
listening and responding skills.

e Use appropriate problem-solving and
decision-making methods.

e Encourage creativity through methods
such as brainstorming. Members have a
tolerant attitude that allows flexibility in
dealing with problems and decisions.

e Examine their group processes period-
ically to see what is working and what
is not.
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Dangers to Avoid

You may be thinking, “With all those steps
the QLP Model looks like it is time con-

. suming to apply. Can it be shoriened in

any way when a burning issue needs to
be addressed quickly?”

BEWARE! It /s possible to take shortcuts
in applying the QLP Model when you need
very fast results, but there’s a danger here.
For instance, you may be tempted to begin
with the Plan step, move in turn to the Do
step, and then either stop or return to the
Plan step to perform another improve-
ment. -

The danger in using this shortcut is that
by initially bypassing the Assess step you
will miss valuable upfront customer input.
As a result, you run the risk of solving a
problem that is unimportant to customers
or that fails to fit in with the strategic
needs of the organization. Therefore, if
you need fast results, it's safer to follow
this course: Begin with the Plan and Do
steps, then immediately move on to Verify
and back to Assess to confirm that you're
working on the right project. '

In short, make sure your “Plan-Do quick-
start" serves as a prelude to using all
the steps in the QLP Model.

Leadership: A Key Element
in the Quality Leadership
Process

Continuous improvement requires exem-
plary leadership. Here's a checklist to help’
you identify your leadership skills. These
skills are beneficial for anyone involved in
making quality improvements, not just
managers.

D Do you inspire others to share a vision
of what can be?

D Do you take risks rather than accept
the status quo?

DO Do you serve as a role model for
others?

D Do you strengthen others and help
them to act?

D Do you listen effectively? (Effective
listening behaviors include maintaining
attention, keeping an open mind, hear-
ing others out, suspending judgment,
reflecting on what has been said, and
responding appropriately.)

O Do you accentuate the positive and
recognize the accomplishments of
others?
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Techniques for Accessing
Information

\'s P

ar

Directions: Use the information on LB2.6,to complete this
exercise. |

~ Scenario: You have been asked to look over the information on

. the Welcome to Kodak Colorado brochure to decide if you would
be able to give a brief orientation on Kodak and KCD to a group
of visiting businessmen. Although the overview wouldn't be
scheduled for several weeks, your decision is needed right away.

1. Assess - What is your purpose for reading this info? Wwhat do
you need to know or do with the information?

2. Plan - What information do you already have? wWhat do you
need? what key words will you look for? What is the best way

to go about reading this information at this time? How carefully
do you need to read it?

3. Do - Spend about 1 minute quickly reading the information.
what new information is important for you to remember right
now?

4. Verify - Did you learn what you needed to know to give your
answer? What would your next step be in this process?
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Quality Leadership Process
Leadership -

The Basic Functions of a LeaderManager

(William Hitt)
1. Creating the Vision
« Construct clear picture of
what group should become.
8. Measuring - « Transmit this vision to others.
* Identify critical success 2. Develop the Team
factor. + Develop team of -
« Gauge progress based on people v'vho are jointly
critical success factors. rcsqoqsable for
achieving group goals.
7. Coaching
« Help others CHANGE AGENT: 3. Clarity Values
develop skills Brings about effective . \l'd;nufy organizational
needed for . change ues.
ievi « Communicate values
‘ achieving excelience. . through words/actions.
Plannc:
6. Empowering 4. Positioning
 Motivate others by * Develop strategy for
raising them into their moving group from
*better” selves. 5. Communicating present position towards
« Achieve common the vision.
understanding with
others using all modes
of communication.
CRITERIA FOR EFFECTIVE LEADERSHIP:

Successful accomplishment of these functions will produce both
short-term and long-term results in an accepiable manner.
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Quality Leadership Process
‘ R L TRE L . o ...~ Leadership |
The Role of the Leader/Manager in the Continuous
Improvement Cycle '
0/@, ke
Clarify Values - Positionin
1 » [lan ;
Developing A Team Communication
\ CHANGE AGENT
0 [ssess Brings sbout Do
sffective/etlicient
- change
‘ Creating The Vision Empowering
t M erify él
' ‘ Measuring Coaching

The above drawing shows how the Hitt Model correlates to the Continuous
Improvement Cycle. The eight essential functions of the Leader/Manager are
used throughout the Continuous Improvement Cycle. This means that a

person who is effective in carrying out these eight functions is very likely to be
effective in the Quality Leadership Process.

ol
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Quality Leadership Process
‘ Leadership SRR L

The Role of the Leader in the Quality Leadership Process

The Quality Leadership Process is about “Continuous improvement” and involves
learning—and it involves change. Change, as discussed in the previous section, is
stopping one thing and doing another. Usually, there is a transition period be-
tween the ending and beginning of a new “program® or “task,” which unleashes
powerful conflicting forces in people. So, one thing LEADERS do is to understand
change and how to manage the emotions of change.

ANTICIPATING

ONIGNI

BEGINNING

TRANSITION

¢ Leadership is a QUEST, an adventure. Leaders are pioneers, trailblazers...they
set new paths. In order to achieve our VISION OF GREATNESS, we have to
CHALLENGE THE PROCESS, by seeking opportunities for change and
improvement and by taking risks. -

v Leadership is the heart and soul of implementing the Quality
Leadership Process...and can come from anybody. at any time.

' v Leadership starts with SELF and involves:
—self-awareness and self-knowledge:
—bringing out the best in yourself anid others.

1

02
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Quahty Leadership Process
-+ - Leadership

o The LEADER in the Quality Leadership Process has several things to do:

V Change directions—leaders create shifts and are aware of the
“transition state,” which is the psychologlcal process of moving
“from HERE TO THERE."

v mnage transitions—leaders deal with emotions.
s

v Vision a desired future state—-leaders are “forward-looking™—have
direction for planning; it is what will “make a difference.”

—They set expectations/aggressive targets and use the Quality
Leadership Process to accomplish these targets.

. N Lead people to the vision—leaders inspire, mobilize and energlze
people to reach the vision.

—Leaders teach and facilitate the Quality Leadership Process.

\ Set the example—the leader is the role model for the Quality
‘ Leadership Process.

" —When leaders role-model the Quality Leadership Process, they
. communicate successes.

- Create and maintain an environment that supports and rewards
learning and change—leaders bring out the BEST in people.

. —They continue to gain expertise in quality.

* —They observe and review implementation progress based on
specific criteria.

—They recognize/reinforce with appropriate consequences and
celebrate progress.

CHANGE PROCESS

Leadership

Present Vision of
State —_— Desired
(Transition) State
' (Here) {There)
r &7 ) _’
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Techniques for Accessing

Information_
B
Directions: Use the information on I.BZ.?,%O complete this

exercise.

Scenario: You have been asked if you would like to train to be a
leader/manager for your self directed team. Your answer is -
needed after lunch. You need to know what the specific
expectations would be of you in that position. Look over the
information from the Quality Leadership Process guidebook on
leaders/managers to find the information.

1. Assess - What is your purpese for reading this info? Wwhat do
you need to know or do with the information?

2. Plan - what infermation do you already have? what do You
need? What key words will you look for? What is the best way
to go about reading this information at this time? How carefully
do you need to read it?

3. Do - Spend a short- time quickly reading the information. What
new information is important for you to remember right now?

4. Verify - Did you learn what you needed to know to give your
answer? Wwhat would your next step be in this process?

o4
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Technigues for Accessing
Information |

Directions: Use the information on LB2.10 to complete this
exercise. Follow the Assess, Plan, Do, Verify process (LB2.3) to
discuss the following scenarios and information accessing
techniques with your partner.

1. You're new to KCD and just heard that you have access to the
Medical Department as a benefit.

2. You work a lot with chemicals and want to know if the

Medical Department can let you know if they are affecting you
adversely.

3. You know Kodak has a recycling pregram and want to know
more about it. ' :

4. You want to know if you can recycle computer paper through
PPI.

09
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Page 8

GETTING TO KNOW OUR MEDICAL DEPARTMENT

- £ you only stop by the Medical

vepartaent to weigh yourself or
check your blood pressure, you may
be interested in knowing the other
services they offer:

* Lab work, x-rays, and physical
therapy upon a signed order from
your physician, at no cost to the
enployee.

* Initial evaluation of
non-work-related illnesses or
injuries and, if necessary,
referral to a doctor..

* Response to emergencies when 911
is dialed on plant site.

* Contact with employees who have
been absent 5 or more working
days, to check their progress,
determine work restrictions, and
schedule a return-to-work visit to
Medical. ’

- Handling of vorkers.compensation
cases and employees o
restriction. :

* Periodic exams of employees
exposed to chemicals, noise, etc.

* Drug screening, hearing, and
vision tests on new hires.

* Safety glasses, vision testing,
and eyeglass fitting for
employees.

* Handling of benefits problens
referred by the PRO Offices.

* Upon department request,
presentations to employees on
subjects such as Back Injury
Prevention.

* Approval of transfers (to assure
employee has no medical problems
which would affect him/her in the
new job).

* Clearance for use of fitness
equipment on plant site.

For more information about these
and other services offered, call
x4350. (Thanks to Doyte Elliott
for the above information.)

PACKAGING REUSE/RECYCLING
PROGRAM STARTED

The PPI (Print & Publishing
Imaging) business unit of Eastman
Kodak Company is trying out a new
pilot program which would enable
Kodak to take back all of its
packaging materials for evaluation
of reuse and recycling
possibilities. Realizing the
significant contribution packaging
waste has to filling up landfills,
PPI, via this pilot program, is
trying to do its part to improve
the solid waste dilemma. This
program is being established to
address the environmeiital

ressures which are growing daily.

There are 19 customers available
for this pilot program. Cores,
cases, bags, and foam trays are
being recycled. A collection
center has been set up in
Scottsville, New York.

PPI's long~term goal, through
experience gained by pilot
prograns such as this, is to
design packages with the emphasis
on reuse and recycling, thus
reducing the cost of each supply.

This program will help not only
the environment, but also our
custoners and Eastman Kodak
Company.

6
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o Techniques for Accessing
Information

1. Define skimming.
2. Give some examples of times you might Iuse skimming at KCD.
3. Define scanning.
4. Give some examples of times you might use scanning 1.:t KCD.

S. What thinking strategies would you use to decide which
inf ormation accessing technique to use?

o7
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. TECHNIQUES FOR ACCESSING INFORMATION
SEQUENCING JOB INFO

Directions: Choose any two KCD job info séquencing activities below.
Use information from the job you do as the content to
complete them.

Activity #1. List the tasks you do in the order that you would train a
new operator to do them. You may choose one or more
types of sequence. For example, you might have a
sequence within another sequence, such as simple to
complex within chronological.

Activity #2. Describe several errors that can occur in your job and the
corrective measures you would take for each error ff it
occured.

Activity # 3. Give a verbal/visual map of the equipment around your
work area and the reason(s) it is arranged that way. You
might describe how it could be arranged better.

Activity #4. Describe the more complex aspects of you job to an
operator who has worked in another job area. Use the
other operator's experience on which to build your
description.
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Overview of the Tools

n)

)
i
3
i
i
|
3
|
i
|
i
L

You Can Use

The sections that follow describe in detail
each step in the QLF Model and how to
apply it. There are a variety of statistical
and problem-solving tools that can help
you use the model. This chart lists these
tools and shows where in the QLP Model
you'll find them useful. In the description
of each step in the QLP Model you'll find

references to the major uses of these
tools. The Tools section, which follows the
detailed discussion of the four steps in the
QLP Model, describes in detail each of the
tools listed here. The Resources section
near the end of this guidebook lists further
readings that may also provide more infor-
mation on using these and other tools.

Affinity Diagram (see p. 25)

Benchmarking (see p. 26) , D % bo ¥ 1‘
Brainstorming (see p. 26) | fa } (o] ﬁ‘
Cause-and-Effect (fishbone) Diagram (see p. 27) D 1 o ﬁ
Checksheet (see p. 28) Di o .t
Control Chart (see p. 29) o é o D 2
Design of Experiments (see p. 30) 7; 0 _
Flow Chart (see p. 30) D f 0 §o 5
Force Field Analysis (see p. 31) Dj (4] J
Histogram (see p. 31) ' j 0 s
Matrix Data Analysis (see p. 32) 3 i
Pareto Chart (see p. 32) (» X 7

Pareto Voting (see p. 33) ] o

Quality Function Deployment (see p. 34) s Dj . )
Run Chart (see p. 35) 1 J o o
Scatter Plot (correlation diagram) (see p. 37) ; ] 3 E

BEST COPY AVAILAB:

09
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Tools

This section includes a description of
each of the statistical and problem-solving
tools referred to in the earlier sections of

1. AfﬁnitLDiagram

this guidebook. For each tool there is a
color-coded key which identifies where
in the QLP Model the tool can be used.

EVi

Share High Esteem

o Share information © High self-esteem

o Share responsibilities ® High regard for

¢ Pitch in each other

o Put team before self  © Trust each other
© Play together

The items shown here were developed as a result
kist from which this affinity diagram was developed

of brainstorming Turn 10 p 26 1o view the drainslormed

Characteristics of an Effective Team

Clear Processes

© Share a clear mission

e Establish Key Result
Areas

® Have a Clearly defined
goal that motivates
team members

o Share a vision for
the future

® Define operating
principles

® Define processes,
customers, suppliers,
outputs, and inputs

- complement

competence
e Strengths

each other
o Right skill mix
o Listen effectively
e Each as a leader
© Hard working

What does it do?

An affinity diagram is a group process
that takes large amounts of language data
such as ideas, opinions, and issues devel-
oped in brainstorming and divides them
into categories. This tool can help you
create order out of chaos.

When do you use it?

Use this tool when:

® A team needs to group many processes
that it owns into Key Result Areas.

® Any group of issues needs to be catego-
rized or simplified.

How do you do it?

1. Ask, “What are the issues surrounding

?n

2. A team member writes the issues on
POST-IT Notes and randomly places the
notes on a large, flat surface.

3. In silence, the team moves the POST-IT
Notes into groups to group issues that
seem to be related (this should normally
take no more than 5 to 10 minutes).

4. The team labels the groups by selecting
an issue on a POST-IT Note that best
seems to describe the group or by writ-
ing the category on a new POST-IT

Note.

25
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2. Benchmarking

APV

What does it do?

This tool searches for the best practlccs
that will help define superior performance
of a product, service, or support process.
Benchmarking may also be done for com-
petitive products or services.

When do you use it?
Use this tool when an organization needs
to:

¢ Have a concrete understanding of its
competition so that it may become
more competitive.

¢ Have goals that are credible and
unarguable.

e Develop true measures of productivity.
How do you do it?
1. Identify what is to be benchmarked.

2. Identify the product, service, or support
process with which comparisons are to
be made.

3. Brainstorming

3. Determine the methods of collecting
data and then collect it.

4. Determine any gaps in performance
between your product, service, or sup-
port process and that being bench-
marked.

5. Communicate benchmark findings and
establish improvement goals.

6. Develop, implement, and monitor action
plans.

7. Re-examine previous bcnchmarks (e
Has "world class" gotten better?).

* Paraphrased material from Robert C. Camp.

Benchmarking The Scarch for Industry Best Practices
That Lead to Supcerior Performance. (Milwaukee., WisC.
Quality Press, American Society for Quality Control,
1989). p 17. Reprinted with the permission of ASQC.

APV

Characteristics of an
Effective Team

. ® Strengths complement each other

® Have a clearly defined goal that
motivates team members

¢ High self-esteem

® Play together

® Pitch in

® Hard working

¢ Establish Key Result Areas

® Share information

® Share responsibilities

® Right skill mix

® Share a vision for the future

® Put team before self

© Trust each other

¢ Define operating principles

¢ High regard for each other

© Share a clear mission

o Listen effectively

¢ Each as a leader '

¢ Define processes, customers, suppliers,
outputs, and inputs

26 61

What does it do?

Brainstorming is a group process for gen-
erating creative and diverse ideas. This
method taps the creativity of the individu-
als in a group and lets group members
build on each other's ideas.

When do you use it?
Use this tool:

¢ When you want a broad range of ideas
from a large or diverse group of people.

* To help get started on a problem. Fre-
querntly, use of this tool is a prerequisite
for using other tools such as affinity dia-
grams, Pareto charts, or cause-and-effect
diagrams. These tools help clarify, sim-
plify, categorize, and prioritize brain-
stormed ideas.

How do you do it?

1. Carefully word the question to be brain-
stormed so that it is clear and focused.
Check with the group to make sure
there is shared understanding of the
question.
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2. Record all ideas on a flip chart or board
that can be read by everyone in the
group. When possible, record them in
the words of the speaker.

3. Encourage peopie to volunteer every
idea that occurs to them, no matter how
silly or unusual it seems.

4. Do not discuss, criticize, or evaluate
ideas during brainstorming. Ask ques-
tions only if an idea isn't clear enough
to be recorded.

5. Allow one pause or lull in the flow
of ideas. Usually the flow will pick up
again. When ideas become redundant

or infrequent, stop the process.

4. Cause-and-Effect (fishbone) Diagram |%|L \Y

CAUSES EFFECT
Materials Measurements
> \/ / Quality
Manpower Machines Methods
Policies Procedures
UP-TQ-DATE STANDARDIZED
CONSISTENT CLEAR
Quality
TRAINED SAFE
By o
/ /
People Plant
Challenging inspiring a Enablin:
the Process Shared Vi%ion Othersto act
\ \ \ Leadership

[/

Modeling Encouraging
the Way the Heart

27
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What does it do?

This tool is used to identify possible
causes of a problem by representing the
relationship between some effect and its

.possible causes. In a manufacturing envi-

ronment potential categories of causes
around which a group may brainstorm
include manpower, machines, methods,
measurements, and materials (the five
Ms). In a non-manufacturing environment,
potential categories of causes include poli-
cies, procedures, people, and plant (th

four Ps). '

Construction of a cause-and-effect dia-
gram does not solve a problem, but it does
minimize the probability that any potential
cause is overlooked. This tool is most
effectively used by a group.

When do you use it?

Use this tool when you need to identify,
expiore, and display all of the possible
causes of a specific problem or condition.

5. Checksheet

How do you do it?

1. Determine the characteristic to be
studied.

2. Write this characteristic in a box on the
right and draw the main arrow point
toward the left side of the box.

3. write the major factors that may be
influencing (causing) the characteristic
(effect) of interest. These factors may be
related to the five Ms or the four Ps just
discussed.

4. For each of the four or five major
branches, write in the detailed factors
that could be regarded as causes on
separate or smaller branches.

5. Repeat the process until the group iden-
tifies the most likely cause or causes.

6. Using design of experiments or custo-
mer verification, make attempts to verify
the root causes of the quality charac-
teristic being studied.

PV

What does it do?

The checksheet is a form that is used to
record data as it is gathered. This form
may be a chart or a graph. The checksheet
provides a convenient way to record,

analyze, and present results. Since the
gathered data are displayed simply and
directly, improvement opportunities may -
be identified without using additional
tools.

Problem Week 1 Week 2 Wee(S/ Tg:lg&l;lgrn;s
A 8 7 12 27

B 2 1 ! 4

c i 12 10 23

D 17 23 13 53

E 2 4 3 9

F 0 1 !

G 0 0 2 2

H 6 7 1 14
Perweek T 36 55 43 134

28 63
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The data are usually in the form of
discrete events. :

When do you use it?

Use this tool when you need to:

¢ Determine how often an event or events
occur within a given period of time. This
step is often necessary before problem
solving can begin.

e Collect data before constructing a Pareto
chart or a histogram.

Howdoyoudoit? =

1. The team agrees on the event(s) to....
be counted and the time period during
which this data will be collected.

6.Control Chart

2. The team designs an & >propriate data
collection form, which may be similar to
that shown in the illustration.

3. The data are collected in a consistent
manner.

4. As the collection of data continues, the
checksheet is inspected to determine
whether any patterns that would suggest
an improvement opportunity exist.

APV

%

wm.mn.mmvrmm
E 32 8
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What does it do?

A control chart provides a convenient sta-
tistical method for distinguishing between
common and special cause variation
exhibited by processes. Common cause
variation is the random (natural) variation
intrinsic to a process. For example, say the
process you want to measure is how long
it takes to complete a mail delivery route
within an office building. Common cause
factors such as the alertness of the deliv-
ery personnel, the walking speed of the
delivery personnel, the number of pieces
of mail to be delivered, the length of
breaks the delivery personnel take, and
the timing of elevators used can all affect
how long it takes to deliver the mail,
although each of these factors has only

a small impact.

Special cause variation results from fac-
tors that sporadically and unpredictably
influence variation. In the same example
we just looked at—how long it takes to
complete a mail delivery route—special
cause factors may be delivery personnel
who are new on the job, mail that is incor-
rectly sorted, delivery personnel who
become il during the course of the deliv-
ery, and an elevator that needs to be used
but is out of order.

It's important to distinguish between com-
mon cause variation and special cause
variation because actions to improve pro-
cesses may be quite different depending
on what type of variation is present. Con-
trol charts use statistical calculations from
the data to help distinguish between com-
mon cause and special cause variation.

When do you use it?

Use this tool when you need to:

¢ Define the process-dependent measures
of a process.

¢ Obtain a quantitative understanding of
process variability so that-you can take
steps to reduce it.

¢ Determine the stability of a process so
that you can predict its future perfor-
mance. If optimization is desired, consi-
der using other statistical tools such as
design of experiments.

How do you do it?

A basic knowledge of statistics is desirable
when using this tool. Consult the Resources
section for more information on using

this tool.

64 29
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' KODAK SKILLS ENHANCEMENT
PROGRAM

APPLYING WRITTEN INFORMATION IN THE
WORKPLACE

MODULE 2: TECHNIQUES FOR ACCESSING
|NFORNATION

OBJECTIVES:

o o Identifying Reading Strategies

o Reievant & Irrelevint Information

e Skimming & Scanning
e Using sequence signal words

e Utilizing systems and subsystems

65
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KODAK SKILLS ENHANCEMENT PROGRAM

- FOUR TECHNIQUES FOR ACCESSING

INFORMATION

SKIMMING
SCANNING
 SEQUENCING

SYSTEMS

€6




T12.3

KCD
~ APPLYING WRITTEN INFORMATION IN THE
WORKPLACE |

ASSESS * PLAN * DO * VERIFY
1. ASSESS

2. PLAN
3. DO

N }
\\l-

4. VERIFY

67




LB 2.15 KCD KODAK SKILLS ENHANCEMENT PROGRAM
CRITERION-REFERENCED TEST: MODULE 2

- SKIMMING AND SCANNING

68
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This will be a timed test. You will have ten minutes to complete it.

Page 1

Multiple Choice Choose the best answer from the selection given and write
it on the line to the left. '

1. Define skimming.

A. Reading to find signal words to identify the order.
B. Reading to identify the organizational structure.
C. Reading quickly to find specific information.
D. Reading quickly to get the general idea.

2. Define scanning.
A. Reading to find signal words to identify the order.
B. Reading to identify the organizational structure
C. Reading quickly to find specific information.

b ' D. Reading quickly to get the general idea.

' Scenario: You have been asked to look over the information on the
. Welcome to Kodak Colorado brochure to decide if you would be abie
to give a brief orientation on Kodak and KCD to a group of visiting
husiness persons. Although the overview wouldn't be scheduled for
several weeks, your decision Is needed right away.
3. Which reading technique would you use?
A. Skimming
B. Scanning
C. Sequencing
D. Reading thoroughly
4, You are preparing to give the overview. Which reading technique
would you use?
A. Skimming
B. Scanning
C. Sequencing
D. Reading thoroughly

€9
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5. You have the brochure with you while you are giving the
orientation. The question is asked, "When did Eastman first form a
company and what was the name of it?" Which reading technique
would you use?

A. Skimming

B. Scanning

C. Sequencing

-D. Reading thoroughly

6. You take a few moments and find the answer. (See page 3.) You
respond, ' 4
A. "In the mid-1870's he formed Eastman Chemicals Company."
B. "In 1901 he formed Eastman Kodak Company."

C. "In 1881 he formed Eastman Dry Plate Company."
D. "In 1890 he formed Eastman Photography Company.”

Foliow the directions in each question below.

7. You're new to KCD and heard that you have access to the Medical
Department. Undetine the words which give you general information about
the medical department on page 4.

8. You work a lot with chemicals and want to know if the Medical
Department can let you know if they are affecting you adversely. Circle the
words on page 4 which answer your question. ’

9. You know Kodak has a recycling program and want to know more about it.
Underline the words which give you the general information about it on
page 4.

10. You want to know if you can recycle computer paper through PPI. Circle
the words on page 4 which answer your question.
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. GETTING TO KNOW CUR MEDICAL DEPARTMENT

( £ you only stop by the Medical * Periodic exans of employees

vepartaent to weigh yourself or
check your blood pressure, you may
be interested in knowing the other
servicesithey offer:

*+ Lab work, x-rays, and physical

therapy upon a signed order from

your physician, at no cost to the
employse.

* Initial evaluation of
non-wvork-related illnesses or
injuries and, if necessary,
referral to a doctor.

¢ Response to emergencies when 511
is dialed on plant site.

* Contact with employees who have
been absent 5 or more working
days, to check their progress,
deternine work restrictions, and
schedule a return~-to-work visit to

Medical. o :

‘- Handling of workers compensation

cases and employees on
restriction.

exposed to chemicals, noise, etc.

* Drug screening, hearing, and
vision tests on new hires.

*+ Safety glasses, vision testing,
and eyeglass fitting for
euployees.

* Handling of benefits problems
referred by the PRO Offices.

. Upon department request,

presentaticns to employees on
subjects such as Back Injury
Prevention.

* Approval of transfers (to assure
employee has no medical problems
which would affect him/her in the
new job).

* Clearance for use of fitness
equipment on plant site.

For more information about these
and other services offered, call
x4350. (Thanks to Doyte Elliott
for the above information.)

PACKAGING REUSE/RECYCLING
PROGRAM STARTED

The PPI (Print & Publishing
Imaging) business unit of Eastman
Kodak Company is trying out a new
pilot program which would enable
Kodak to take back all of its
packaging materials for evaluation
of reuse and recycling
possibilities. Realizing the
significant contribution packaging

waste has to filling up landfills,

PPI, via this pilot program, is
trying to do its part to improve
the solid vaste dilemma. This
progran is being established to
address the environmental

{_ ressures which are growing daily.

There are 19 customers available
for this pilot program. Cores,
cases, bags, and foam trays are
being recycled. A collection
center has been set up in
Scottsville, New York.

PPI's long~term goal, through
experience gained by pilot
programs such as this, is to
design packages with the emphasis
on reuse and recycling, thus
reducing the cost of each supply.

This program will help not only
the environment, but also our
customers and Eastaan Kodak
Company.
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KODAK SKILLS ENHANCEMENT PROGRAM
APPLYING WRITTEN INFORMATION IN THE WORKPLACE

MODULE 3: Using and Understanding Grapmcally Displayed
Material

\—-‘ SNt \

Oh}ectfve To enhance the reader’s ability to interpret and understand
various types of grahmcally displayed materials.

Background: The workplace communicates enormous amounts of
information on graphs and charts. Graphs and charts are often used to
present complex material in a concise format. The information on these
charts and graphs relays critical information.about the business that all
workers should be aware of. However, if workers do not clearly have the
skills to interpret charts and graphs, valuable information could be Tost.

INTRODUCE OBJECTIVES/CONCEPTS

Introduction Activity to raise awareness of the effectiveness of
graphically displayed material.

Introduce objectives o T3.1 (LB 3.1)
Introduce reading forms T3.2(B 3.2)

Model finding information on reading forms
Ask appropriate questions to have participants find information on

form ' T 3.3(LB 3.3)
Group work on reading forms LB 3.4
Introduce reading charts/1ine graphs T35(B 3.5

Model how information is read from charts

Ask appropriate questions to have participants find information on
charts--discuss both axis

Group practice reading charts T 3.6 (LB 3.6)
Individual practice with charts T3.7-3.11
(LB 3.7-3.11)
Introduce fishbone diagrams T3.12(LB 3.12)

Model constructing a fishbone diagram
- Model reading a fishbone diagram from work
Group practice reading and constructing fishbone diagrams
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Introduce flow charts T.3.13 (LB 3.13)
Discuss symbols on flow charts : -
Model constructing a flowchart LB 3.14

Ask participants to work in pairs constructing tlow charts-of a
procedure from their work area

Model reading a complex flowchart'asking and answering questions
about the procedure LB 3.15

Paired practice reading flowcharts: pairs develop questions about the
process to ask peers LB 3.16

Individual practice: ask questions for individuals to answer about the
process LB 3.17 _
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LB 3.1

° KODAK SKILLS ENHANCEMENT
| PROGRAM

APPLYING WRITTEN INFORMATION IN THE
WORKPLACE

MODULE 3: CHARTS, GRAPHS AND VISUALS

OBJECTIVES:

TO PRACTICE EFFECTIVE READING TECHNIQUES, DISCUSS
THINKING STRATEGIES- AND/OR LEARN HOW TO DESIGN:

® FORMS
P ® CHARTS
. ® BAR GRAPHS
® PARETO DIAGRAMS
® FISHBONE DIAGRAMS
® LINE OR RUN CHARTS

® FLOW CHARTS
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1B 3.3

k)

Nt

Section V - Reactivity Data

Stadity Unsubdle Conaitions ¢ Avowd

Stavie
X Heat, flame or sparks

Incompatibilily (Materiais to Aveid)
Sctrong oxidizers

Hazargous Decompasition or Byproavats
CO_and aliphatic aldehvdes

Hazargous May Occur 1 Conaitions 1o Avoud
Potymerizaton

Wil Not Oc:u.f

X

Section Vi — Health Hazard Data

Route(s) of Entry: inhatation? Skin?
Yes< No

ingesuon?
Yo

Heann Hazaras (Acute and Chronk,

)
Slightlv toxic if swallowed. .

Car eny: NTP? ARC M ?
moRenIeRYr, /A Nyav o

OSHA RAesulaiea?
/%

Signs and Symptorns of Exposure

Mav cause eve jrritation or djzziness: solvent gctiopn will defat skin.

Medica: “ongitions
General., Aggravated by Exposure  N/A

Emergency ang First Aid Procedures

v s¥moe Flue vee and ekdin wi Jatex Cz211 5 nhveiecian

Section Vii — Precautions for Safe Handling and Use

Sleps 10 Be Taken in Case Maierial is Reieased or Spilled

Remove ignition sources. Keep people away: idd abﬁorbant to spill area. Avoid

breathing vapors; ventilate closed areas.

Waste Dispasal Method
Incinerate sorbed m W

federal, state and local regulations.

Precautions to Be Taken in Hangling and Storing
Keep containers closed. Store indoors.

Crher Precauuons .

Red lable flammable - treat accordinglv.

Section Vil — Control Measures

Respiratory Protection (Speciy Type) . : .
None required. Although should avoid prolonged breathing of fumes.
Ventilgtion Exhaust Special
Preferable - N/A
j Cher
e GoTY N/
Protecuve Gioves Eye Prowscuon -
—Solvent resistant gloves _Safery glacsec
Prot " Equi
SOIVm ws:agmon.
Worssy' .parc Pracuces et
Gene v v N

. u""'FM0661

- mee came O




KCD CREDIT UNION
_FEATURES: " HIGH YIELD CERTIFICATES

- ALL CERTIFICATES EXCEPT 6 MONTH ARE PAID SEMI-ANNUALLY
- INTEREST CAN NOW BE PAID EITHER INTO - REGULAR SAVINGS OR CERTIFICATE
- EFFECTIVE YIELDS ARE STATED IN ADDITION TO APR'S

o NEW RATES, VIELDS & TERMS: |
TERM A:PiR. EFFECTIVE VIELD MINIMUM INTEREST PAYME

6 MONTH - 3.87% 3.9% $250-  ON MATURITY
12 MONTH 4.06% 4.1% $500-  SEMI-ANNUALLY
18 MONTH 4.26% 4.3% $500- SEMI-ANNUALLY
24 MONTH 4.45% 4.5% $1,000-  SEMI-ANNUALLY
30 MONTH 4.75% 4.8% $1,000- SEMI-ANNUALLY
26 MONTH 5.04% 5.1% 31,000- SEMI~ANNUALLY

- CERTIFICATES ARE ~-.AILABLE 1O CREDIT UNION MEMBERS ONLY.
- THERE SHALL BE NO PARTIAL WITHDRAWALS.

- THESE CERTIFICATES ARE NON-RENEWABLE, PRIOR TO MATURITY DATE THE MEMBER WILL
RECEIVE NOTIFICATION WITH THE FOLLOWING INFORMATION: AMOUNT OF INTEREST TO B
PAID, THE MATURITY DATE AND OPTIONS AVAILABLE AFTER THE CERTIFICATE HAS BEEN
PLACED INTO THE REGULAR SHARE ACCOUNT.

- THESE CERTIFICATES MAY BE USED FOR §Ob&ATERAL ON LOANS AT THE CREDIT UNIC

THE INTEREST RATE ON LOANS WILL BE OVER THE RATE OF CERTIFICATE. TH
‘ LOAN WILL BE SET UP FOR THE TERM OF THE CERTIFICATE OR THE CERTIFICATE CA
. BE SET UP FOR THE TERM OF THE LOAN.

ST GOPY P RRIF
EFFECTIVE 7-13-92

Each member account insured to $100.00g;‘,.£x_§33m}m0§.




F(R TI-E 1991 —-1992 SEAS(N

KCD EMPLOYEES ARE REG}ZSTED ) usn:n 0 " m.oums RADIO
STATIONS DURTNG PERIODS OF BAD WEATHER FOR ANNOUNCEMENTS MADE

CGEERNIWPLANTCLOSIKUETOSEVEIEIAT}ER

O RLOT AR WL j2SE
. FORTCOLLIN KCOL/KIMN 110 M 1101.9 0
WINDSOR ~ -KUAD 99r’n."
DENVER KA 850OM
ALL STATIONS BROADCAST 24 HOLRS PER DAY

ALL STATIONS WILL ANNOUNCE OPENINGS & CLOSURES
EVERY 10 TO 30 MINUTES AND WILL INTERRUPT REGULAR PROGRAMMING
O MAKE THESE ANNOUNCEMENTS

TO ASSIST IN KEEPING ANNOUNCEMENTS UP-TO-DATE.
PLEASE DO NOT CALL THE RADIO STATIONS OR KODAK
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LB 3.12

4. Do not discuss, criticize, or evaluate
ideas during brainstorming. Ask ques-
tions only if an idea isn't clear enough
to be recorded.

5. Allow one pause or lull in the flow -
of ideas. Usually the flow will pick up
again. When ideas become redundant
or infrequent, stop the process.

2. Record all ideas on a flip chart or board
that can be read by everyone in the
group. When possible, record them in
the words of the speaker.

3. Encourage people to volunteer every
idea that occurs to them, no matter how
silly or unusual it seems.

4. Cause-and-Effect (fishbone) Diagrani PNV

CAUSES EFFECT

Materials Measurements
\ \ | ' Quality
[ [/
Manpower Machines Methods
Policies Procedures

UP-TQ-DATE STANDARDIZED
CONSISTENT CLEAR
X \ Quality
TRAINED SAFE MODERN
‘ MOTIVATED CLEAN

People Plant
Challenging Inspiring a Enablin
the Process Shared Vision - Othersto Ect'

Leadership

NN
[/

Modeling Encouraging
the Way the Heart

:
"
»
.
n
=
=
=
=
=
=
=
5
* 4
§
3
3
3
3
3
3
|
3
5
E
g
]

27




1B 3.13

FLOW CHARTS

1. DECIDE ON START AND END POINTS FOR THE PROCESS.
MARK WITH A CIRCLE

2. LIST EACH STEP IN THE PROCESS.
MARK WITH A RECTANGLE.

3. IDENTIFY DECISION MAKING POINTS.
o MARK WITH A DIAMOND.

4. MARK THE DIRECTION OF PROCESS FLOW WITH ARROWS.

89




LB 3.14

KODAK SKILLS ENHANCEMENT
- PROGRAM

APPLYING WRITTEN INFORMATION IN THE
- WORKPLACE '

Create a flow chart to describe the following process
graphically:

AFTER THE GREEN LIGHT GOES OUT (INDICATING THE PROGRAM 15

FINISHED RUNNING) PRESS “ENTER". REPEAT THIS STEP UNTIL THE
PROGRAM HAS RUN THREE TIMES.

30




l : 1B 3.15

) Bukble BDA CAG
DVetrattx
Acﬁ-ivi*ﬁ'

PAGE 1

Correctt vo

UM_ DR
TWIN MELT\NO

INTERMITTENT

— TO FAGE 2

INTERMITTENT,

CONTINUQUS
CONTINUOUS

RETRACT HOPPER RETRACT HOPPER
Y .
)
CONTINUE LEADER IN LEADER IN

COATING

[ :

MINOR STANDARD ~ NOTIFY NOTIFY
(SEE PAGE 2) FOREMAN FOREMAN
MAJOR STANDARD | MAJOR STANDARD
ACTION ACTION
(SEE PAGE 2) (SEE PAGE 2)

o | 91 =




FROM PAGE 1 g

BDA CAG

PAGE 2

RETRACT

CONTINUE
COATING

l

MINOR STANDARD

HOPPER

l

LEADER IN

l

AAJOR STANDARD

ACTION

MINOR STANDARD ACTION
NOTIFY Edod.

INSPECT COATING BEAD ("B° COATING ONLY).

REQUEST 2 OR 3 CONSECUTIVE 14" A/A
SAMPLES FOR EXAMINE.

“p o

-4, CHECK FOR LEAKS IN 2ND MEZZ

S. CHECK MELTING AREA FOR:
A. RECENT FILTER OR KETTLE C/O.
8. PROPER MIXER SPEED. -
€. LEAKS.

6. NOIE: EACH OF THE ITEMS LISTED ABOVE
DEMAND IMMEDIATE RESPONSE AND JUDGMENT
8Y PRODUCTION PERSONNEL.

7. REPORT ALL AVAILABLE INFORMATION VIA
OEVIATION REPORT.

(TO BE USED W—COATINB IS DISCONTINUED)
1. NOTIFY WuIUNEPIA’IELY

2. DROP SYSTEM BACK TO RECYG.E.

3. FOLLOW ALL M!NM STANDARD ACTIONS.

4. INSTALL PORTABLE SUBBLE DETECTOR.

S. CHANGE ALL GEON WASHERS IN THE ECR & CVD

RECYCLE LOOPS.
8. CHANGE FINAL FILTER.
7. TAXE THAEE ECR ALUSHES.

ACTION
| LEADER IN
COAT UP
TO LEADER
MAJOR STANDARD
ACTION
EQOTNOTE: Lot e o
REACT TO ALL BOA ALARMS AS BEING REAL )/ ..
(AUDIBLE, COMPUTZR, CHART). IF ONE OF s A
THE ABOVE ALARMS ARE ACTIVE, FOLLOW CAG. .
1
=00
fher A

- ——————



CAG [ £ocE wisTy

NO ACTION : . ' :
REQUIRED . W(_ZLFQ e (COLOR PAPER _
. , INTERNAL EDGING)
’ N - : ' PA P
<£(:,.;. SRS B R GE 1 oF
. ¥ )
EXAMINE EDGE
DENSITY
VISUALLY
TAKE FWF
DISCONTINUE
CLEAN EDGE RODS
SPEC OUT COATING AND EDGE PADS
CONT
| CHECK EDGING
i EQUIPMENT
COATING SET UP (SEE
LIST, PAGE )
lcom lcmr
.‘ : NOTIFY COATING
e g 1| starr wimi
P A
M UL
CHECKS OF SET UP LIST
: CONT
CONT l
DISCONTINUE RESUME
COATING ¥ COATING
ALIGN wEB DISCONTINL 2
TO CENTER SPEC OUT COATING
COATING

lcom
NOTIFY
REFER TO CC%"AT%':JUGE NOTIFY OOUCT CONTROL
WEAVE CaG SUBMIT DR PRODUCT COATING STAFF
' WITH RESULTS CONTROL & PRODUCTION

FOREMAN

o
0

O _CONTD. ON PACE 2
ERIC

IToxt Provided by ERI

TB=ha 0%
1009




| EDGE WIDTH/
" . UNIFORMITY CONTRO

(COLOR PAPER
INTERNAL EDGINGl
' PAGE 2 oF 4
ADJUST TO VASUUM CHECK RM 2012
X VACUUM
A vacuw EQUIPMENT
(Eaan)
NO CONT
DISCONTINUE
YES COATING
CONTINUE CAG
NO CONT
— CONT RECORD
y —— PROCESS YES
PARAMETER - A
I NO
| CLEAN
- PLASTIC
VACUUM
MANIFOD
CHECX RM 2012
AT o~
' EQUIPMENT
(Eam)
RECORD
CONT!  pmocrss
PARAMETER « B
v ' B
CONTD. ON PACE 3
DISCONTINUE
CoNT COATING
‘ CONTINUE caC
NE |
k, 20V
\‘1

e




&,

EDGE WIDTH/
UNIFORMITY CONTROL

(COLOR PAPER
.' ‘ INTERNAL EDGING).
- PACE 3 OF «
CHECK RM 2812
o
EQUIPMENT
DISCONTINUE
CCATING
CONTINUE CAG
CONT
hg—— v CONT RECORD
PROCESS
PARAMETER - ¢ |8
’ RETEST CONT NO HAVE SAME
' ‘ SAMPLE RETESTED
UNIFORMITY PLE RETE:
YES CONT
NOTIFY NOTIFY PRODUCT
faobucT CONTROL WITH —
ConTROL RESULTS
lcom
CONTINUE
COATING
DR RESULTS

ic 95 | s
e |
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KODAK SKILLS ENHANCEMENT
® - PROGRAM

APPLYING WRITTEN INFORMATION IN THE
WORKPLACE

MODULE 3: CHARTS, GRAPHS AND VISUALS

OBJECTIVES:

TO PRACTICE EFFECTIVE READING TECHNIQUES, DISCUSS
THINKING STRATEGIES AND/OR LEARN HOW TO DESIGN:

® FORMS

@ CHARTS

® BAR 6RAPHS

® PARETO DIAGRAMS

® FISHBONE DIAGRAMS
® LINE OR RUN CHARTS

® FLOW CHARTS

36
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®

ZALoWKOC Ventron Division o
Atta Products MATERIAL SAFETY DATA SHEET

302?207 . 3“ 30

Copper(11) pyrophosphate

_SRODUCT NAME:

CHEMICAL NATURE: phosphate

A e

BOILING POINT, 760 mm. Mg Yo data FREEZE POINT No data
SPECIFIC GRAVITY No data | VAPOR PRESSURE AT 20°C. No data
VAPOR DENSITY Not applicable SOLUBILITY IN H,0 No da:a
;Eyn :et‘g‘ ;{ou‘nLEs Not applicable IONIC NATURE No daca
APPEARANCE AND ODOR Bluish Crystals

TR RS et e T g AT R D N7 s Tr~ B £ g S PRy S T
e m P SINGREDIENTSS
S AT s L B T e S8t St AT T e T e e ST O =

<

MATERIAL [ %

TLV (Unit
Copper(T1) Pvroohosphate 97+% Not dete

FLASH POINT {1t method)

1 AUTOIGNITION
TEMPERATURE

| No dats
FLAMMASLE LIMITS IN AIR, % by volume
}

No data LOWER UPPER

Use vater, carbon dioxide, dry chemical extinguishing agents, dr

EXTINGUISHING nd, or dry ground dolomite.
MEDIA
Wesr NIOSB/MSHA approved self contained Breathing apparatus, ;
SPECIAL FIRE FIGMHTING é chemical resistant clothing; hats, boots & gloves. If withd
PROCEDURES tisk, remove material from fire area. Cool containers with wg
from maximum distance.
INUSUAL FIRE AND Can emit highly toxic fumes of ro_
EXPLOSION HNAZARDS

W/me Division 97
Alfa Products, 152 Andover Steet, Danvers, Massachusetts 01923

oW " N
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Section V — Reactivity Data

Unstasie Conasions 10 Avond

’ w Y . S‘.“ . .
. 3‘3 ) X | Reat, flame or svarks

incomgatibility (Matreria/s to Avoic)

SAICOMPORLON OF M
€C and alioharic aldehvdes

Strong oxidizers
Hazmaous S

Hazacous May Occur [ Congiuons 16 Avo
Peiymenzation

w-lNotOw.i

X

Section VI = Health Hazard Data
Rouse(s) ot Enwry: innalason? T Swn? Ingesuon?
No Vee

Yes
Hoaxh HMazares (Acute and Chvonic)
Slizh:lv toxic 1if svallowed. .

Meocal Conaitons
Generally Aggravaied by Excoswe N/A
Emergency ang Fast Aid Procacures .
Ove o™ Flpeh svee and elkim wirh paraw 211 a ~hveisdan

Section Vil = Precautions for Safe Handling and Uss

Siepe 10 Be Taken in Case Malerial is Reieased or Sodied
Remove. ignition xources. Kee> pecole awav: add zbsorba..: to 89ill area. Avoid

hrac.‘xiugr vapors; ventilace closed areas.

Waste Cisposai Methos .
Incipera 5 ® Was T muer 4 zordance wish as=liczhlae

federal, state and local regulatioms.
in Mangiing and Sicrng -

Precaunons 10 Be Taxen in
Keed containers closed. Store indoors.

.Gnuhm .
Red lable flammable -~ treat sscordinglv.

Section Vil = Control Measures

Resomatory Proveconn (Specty Type) ) .
None required. Althoush should avoid proleonzed breg:hint of fumes.

Versianon Lecal Exhaust - Spscied
Preferable . N/A
Cwher
Prowecaon

- |Meeeaw N/A
Prosecve Gloves Eye
—~Solvent resistanc gloves —Safety ¢lasses
S:gnn: :u:l.s.:'ant apron.
w-zw.m Pracuces (loq et
—Seners] hveienic oractices for vorking with/around chemicale, .
' 27" " FMO0661
g BESTCOPY AVAILABLE




KCD CREDIT UNION
_FEATURES: " HIGH YIELD CERTIFICATES

- ALL CERTIFICATES EXCEPT 6 MONTH ARE PAID SEMI-ANNUALLY
- INTEREST CAN NOW BE PAID EITHER INTO = REGULAR SAVINGS OR CERTIFICATE
-~ EFFECTIVE YIELDS ARE STATED IN ADDITION TO APR'S

@ Y RATES, YIELDS & TERMS

TERM AP.R, EFFECTIVE VIELD MINIMUM INTEREST PAYMENT
6 MONTH 3.87% 3.9% $250-  ON MATURITY

12 MONTH - 4.06% 4.1% $500-  SEMI-ANNUALLY

18 moNTH . - 4.26% 4.3% $500-  SEMI-ANNUALLY

214 MONTH 4.45% 4.5% $1,000-  SEMI-ANNUALLY

20 MONTH 4.75% 4.8% $1,000-  SEMI-ANNUALLY

36 MONTH 5.04% 5.1% 31,000- SEMI-ANNUALLY

- CERTIFICATES ARE ~.AlLABLE 7O CREDIT UNION MEMBERS ONLY.
- THERE SHALL BE NO PARTIAL WITHDRAWALS.,

- THESE CERTIFICATES ARE NON-RENEWABLE, PRIOR TO MATURITY DATE THE MEMBER WILL ~
RECEIVE NOTIFICATION WITH THE FOLLOWING INFORMATION: AMOUNT OF INTEREST TO BE
PAID, THE MATURITY DATE AND OPTIONS AVAILABLE AFTER THE CERTIFICATE HAS BEEN
PLACED INTO THE REGULAR SHARE ACCOUNT.

- THESE CERTIFICATES MAY BE USED FOR §0b TERAL ON LOANS AT THE CREDIT UNIGiv

THE INTEREST RATE ON LOANS WILL BE Z. OVER THE RATE OF CERTIFICATE. THE

‘ LOAN WILL BE SET UP FOR THE TERM OF THE CERTIFICATE OR THE CERTIFICATE CAN
BE SET UP FOR THE TERM OF THE LOAN. ‘

EFFECTIVE 7-13-9%
[MC Each member account insured to 5100.009‘-'-‘.._!3{_1:“ NCUA.

99 T T




WEATHER EMERGENCY ANNOUNCEMENTS
FOR THE 1991 - 1992 SEASON

KCD EMPLOYEES ARE REQUESTED TO LISTEN TO THE FOLLOWING RADIO
STATIONS DURING PERIODS OF BAD WEATHER FOR ANNOUNCEMENTS MADE
CONCERNING PLANT CLOSURE DUE TO SEVERE WEATHER:

TRI-CITY AREA  TRI-102 102.5 FM |
FORT COLLINS KCOL/KIMN 1410 AM / 107.9 FM
WINDSOR KUAD 9OFM

ALL STATIONS WILL ANNOUNCE OPENINGS & CLOSURES
EVERY 10 TO 30 MINUTES AND WILL INTERRUPT REGULAR PROGRAMMING
TO MAKE THESE ANNOUNCEMENTS

TO ASSIST IN KEEPING ANNOUNCEMENTS UP-TO-DATE.

PLEASE DO NOT CALL THE RADIO STATIONS OR KODAX

100
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T 3.13

FLOW CHARTS

1. DECIDE ON START AND END POINTS FOR THE PROCESS.
MARK WITH A CIRCLE

2. LIST EACH STEP IN THE PROCESS.
| MARK WITH A RECTANGLE.

3. IDENTIFY DECISION MAKING POINTS.
MARK WITH A DIAMOND.

4. MARK THE DIRECTION OF PROCESS FLOW WITH ARROWS.
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LB 3.20 KCD KODAK SKILLS ENHANCEMENT PROGRAM
CRITERION-REFERENCED TEST: MOoULE 5

USING AND UNDERSTANDING GRAFHICALLY
| DISPLAYED MATERIAL

ERIC 115




LB3.21

Page 1

Multiple Choice Choose the best answer from the selection given and write it on the

line to the left

On pages 5-7 is a Material Safety Data Sheet for dichloromethane. Answer the
following questions using this form:

1.

The chemical number(s) (Chem. No(s)) for dichloromethane is (are)
a. 342, 13022, 13055

b. CH2C12

c. 103 6532

d. 900342

Safety precautions on the label for dichloromethane include all the
following except

a. WARNING! HARMFUL IF INHALED

b. HARMFUL IF ABSORBED THROUGH SKIN

c. Wear safety goggles when handling

d. Keep container closed

Special Fire Fighting Procedures state

a. stand at least five feet from flames

b. extinguish fire by smothering flames

c. wear self-contained breathing apparatus and protective clothing
d. extinguish with water spray or dry chemical CO2

The health hazards include all except

a. upper respiratory tract irritation may result from exposure to high
vapor concentrations

b. possible deafness with prolonged use

c. possible eye irritation

d. prolonged periods of exposure may result in burns

The Ventilation and Personal Protection Section gives directions for the

safe use of dichloromethane. Which of the following is not stated?

a. Protective gloves, clothing, and safety glasses or goggles should be
worn.

A NIOSH-approved organic vapor respirator should be worn if needed.

Good ventilation should be used. '

A hair cover should be worn.

S eeg
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On page 8 is
7.

10.

Use the fishbone diagram on page 9 to answer this question.

11

If a spill or leak occurs, the procedures include all except

keep from contact with oxidizing materials.

remove all sources of ignition.

small spills may be collected with absorbent material.

absorb material in vermiculite or other suitable absorbent and place in
impervious container.

po o

a line graph of the charge rate for Department 221.

What was the charge rate in July 19917
a. 40

b. $35/hour

c. $39/hour

d. $40/hour

What was the year-to-date (YTD) average charge rate in November 1991?
a. 36

b. 37
c. $36/hour
d. $37/hour

From May through September the year-to-date (YTD) average charge rate
was

a. decreasing

b. increasing

¢. remained steady or level

d. increased, then decreased

In what month was the actual charge rate above the goal?
January

February

April

August

oo

Which of the following is true?

a. When a person is a leader it causes them to challenge the process.

b. Encouraging the Heart is more important than Modeling the way.

c. Inspiring a Shared Vision is one of the five qualities which results in
leadership.

d. Enabling Others to Act is the least important thing a leader can do.
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LB 3.23 Page 3

Construct a fishbone diagram showing the cause and effect of following the Ventilation
and Personal Protection Section of the Material Safety Data Sheet for dichloromethane
(pages 5-7).

12. 13. 14. 15.

[Safety of]

| Operators |

A flow chart for Coating Alarm CAG/Flow Related (FOOC) is on page 10-11. Using
the flow chart, answer the following questions.

16. If the ADS flow is fluctuating and the FOOC is > +1% from aim but the
FOOC is not > +2% from ain, then

continue coating.

follow minor standard action.

check to see if FOOC is > +3% from aim.

check to see if FOOC is > +10% from aim.

eo o

17.  From the decision diamond labeled FOOC > +3% from aim you move to
the rectangle labeled Follow Minor Standard Action. The problem has
been found, but the flow is not stabilized. What co you do next?

a. continue coating, procedure is completed

b. continue coating, monitor flow, write DR

c. notify E & M, adjust ECR pressure, follow the rest of Minor Standard
Action

d. put leader in at end of roll, notify E & M, write DR

18.  You are at the decision diamond labeled FOOC > +10% from aim. You
find that the hopper is out, the flow is stabilized, and there is no BDA
activity. What do you do next?

a. refer to BDA Activity CAG
b. continue coating

c. put hopper in

d. leader in immediately
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LB 3.24

19.

20.

Page 4
!
The FOOC is not > +2% from aim. The problem is not found and the
flow is not stabilized. What do you do next?
a. continue coating, request E & M to determine if pump should be
replaced, write DR
b. continue coating, monitor flow, write DR
c. put leader in at end of roll
d. find out if FOOC is > +3% from aim

The FOOC is > +3% from aim but it is not > +10% from aim. What do
you do next?

a. check to see if the hopper is out

b. follow the minor standard action

c. put leader in immediately

d. notify winder with hopper out footage
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KODAK SKILLS ENHANCEMENT PROGRAM
APPLYING WRITTEN INFORMATION IN THE WORKPLACE

MODULE 4: Reading For Literal and Inferred Information

Objective: To apply written information by understanding literal and
implied maimn ideas and supporting details.

Background: Analytical reading includes the ability to combine literal and
implied information by using the written material, previous experience,
knowledge and intuition. Printed job materials require these kinds of
skills from workers,

INTRODUCE OBJECTIVES/CONCEPTS

Present Qbjectives T4.1 (LB 4.1

Define Concepts--ask each participant to tell, briefly,
something they did last week. After each description,

ask the other participants to say if the described activity
was enjoyable or not. As the discussion progresses,

point out to participants that they are making their
statements based on both titeral and inferred information.
Wwith the inferred information, ask them how they knew

and record the responses. Show T4.2 and discuss the concepts.

T4.2 (LB 4.2)
Background Instruction/Modeling | T 4.3 (LB 4.3)
Show T 4.3 and ask participants to read and for and
ask them questions which they can answer literally and

other questions in which they have to infer answers.

Ask participants to say how they were able to come up
with the answers for which no literal information was

Py

avallaple and 1ist on a flipchart. BEST COPY AVAILABLE
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Group practice




After practice, ask the participants when they have

' had to use inferencing skills when reading and
performing workplace information.

Individual practice LB 4.8-4.12
Ask participants to practice getting implied
and literal information and answer the questions

accordingly. Ranort out to the large group.

Review concepts




